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3 December 1954 


OFFICE OF PERSONNEL MEMORANDUM NO. 20-3706 


SUBJECT ¢ Fitness Repo.t 


RESCISSION: OPM 20-370-h, Fitness Report, dated 11 October 195k, 


1. The responsibilities ot the Uifice of Personnel .in conngétion 
with the Fitness Report are gssigned as follows: 


a. Policy and Program Vevelopment. The P 
Analysis Steff ts perprird bie for the formulation 
recommendations and program development. This 
continuing analysis of the over-all. efiectiv 


as well as the preparation of eppropriate r. 


bo Administration of ReportingSystem. 
se ~ 


(1) The Processing and’Records 
responsible for notifying, perating 
date of initial and annypal Fitness 
following up to ensure completi@n{of these Reports. PRD 
will tab the Service’ Record Cagd\ ‘SF-7, for ea¢h to 


. indicate the due date of faxt Reoort. PRD will also 
monitor personnel actjons rigserting reassignments and 
will be responsible 3 Fitness Reports in 

AE mts, in conformity with the 
s‘Kegulation, before further 
processing the action, The Transactions and Records 

Branch will document ection held up fer receipt of the 

required Fitness Keport by Indicating appropriate dates 

and action taken to get the Repors. 
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(2) The Employxe Services Division (ESD) is responsible 
for advising operating officials to submit Fitness Reports 
with separation actions. 
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@o Review and Analysis of Fitness Keporte. ‘The Placement 
end Utilisation Division is responsible for the review and analysis 
of Fitness Reports. ‘This includes responsibility for qopsultation 
with appropriate supervisory officials regarding Fitness Reports 
and persomnel actions having a reletionship to the contort of sush 
reports. 


do Administrative Officer. ‘The Ubi.er, Processing and Records 
Division, te responsible for the administration of the Fitness 
Report program within the Office of Personnel and will apsume the 
duties of ‘administrative officer as required by paragreph Sa(l), 
referenced headquarters Regulation. 


@o Personnel Career Services toard. The Administrative Officer, 
paragraph d above, will transait the oftice copy of the iHitness 
Report on each menber of the Office of Personnel to the [ixecutive 
Secretary of the Persomei Carser Service Boards The Eqscutiye 


Secretary will muintein a file of these reports and make & avall- 
able to members of the Cereer Service Board and other of clals of 
the Office of Personnel, as requirad. a 


f,. Supervisors. ihe responsibiiities of 
nection with the fitness Report program are 
Headquarters Regulation and Notice. Each-Bupervisor in ithe Offies 
of Personnel is responsible ior tia pratpt submission af Fitness 
Reports, as requireds ra 


2> PROCEDURES IN THE ADMINISTRATION O¥ SHE FITNESS REPQRT 


Ge in accordance with reterensai Headquarters Notige, the 
Processing and Records Divisicn (Yk) widl continue curgent pro- 
cedures concerning taé Personnes svaiustion Report unti} the 
effective dates for beginning tae Fitness Keport Program. 


bo Begining 15 Ucteber or earlier, PRD will prepagze dists of 
eucloyees for whom Fitness keports Wiij ve due the foligwing month. 
Hach auch“list will contain the names, organizations ang. dus dates 
of repoxts of such enployees within an operating campongnt as ladi- 
cated’in referemed Notice. ‘the liste will ve transmitted to the 
apyécoriate Administrative ox Frersonnes. Ugticers in the; operating 
enponents, in triplicate, so es to vend them on or before the 15th 
“day of each month, Venell novation wil be made in Itegi No. 15 of 
the Service Racord Card to imticate the date action was: initiated 
and tha due date of the Repos, : 


5 t or before the lbta cay ci the month Following the month 
in which the due date of the report vails, rad wid prepare & foie 
iotinw List of Mtness Reports which hive not been recep.ved in the 
Office o Personnet for transartial. 40 the appropriate fGministra= 
sive or Parsonnel Officer in the uoperaing camponent. jhe Ghier, 
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Assiotart 
che month in WiesNgort wild be reported to ‘he DPE 
Direotor for Personnelo 


Conplet orts el 
VELA the Office of Perscnn 
PHCALVSG ye 
¥ Cone to the Service | “a Caxd and forwarded | PUD 
e : * eae 
will view and appropriate 4 ape eg ee 30. te 
tice : pee £ filing in the 
eg he be returned to PRD ‘or ries 
a eerecnne? of the employes concerns 
orfs. 
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